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Function  
 
Competency Area/Competency 

Definition 

 
Actions Demonstrating Competency 

 
Training Needed to Develop 

Competency 
 
Trade Fundamentals 

 
Research and Analysis Skills 
Ability to research and analyze 
legal and regulatory 
requirements and current 
literature 
 
Problem Solving/Decision 
Making:  Identifies and 
understands issues, problems, 
and opportunities; compares data 
from different sources to draw 
conclusions; uses effective 
approaches for choosing a course 
of action or developing 
appropriate solutions; takes 
action that is consistent with 
available facts, constraints and 
probable consequences. 
 
Negotiation skills:  
Expert negotiation skills and the 
ability to support requirements 
for bilateral and multilateral 
trade negotiations enough to 
satisfy customer needs. 
 
Laws and Regulations: 
Knowledge of all pertinent trade 
laws and regulations that impact 
trade negotiations and programs. 

 
The ability to recognize all of the variables in 
the trade process including country demographics, 
political climate, concerns, etc. 
 
Identifies issues, problems, and opportunities– 
Recognizes issues, problems, or opportunities and 
determines whether action is needed. 
Gathers information –Identifies the need for and 
collects information to better understand issues, 
problems, and opportunities.  
Interprets information –Identifies trends, 
associations, and cause-effect relationships in 
information gathered. 
Develops alternatives –Creates options for 
addressing problems and achieving desired 
outcomes. 
 
 
Creating negotiation goals and strategies to 
ensure a beneficial exchange of proposals. 

 
Foreign Service Institute 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
OGC Trade Law Course 



 
 

Function 
 
Competency Area/Competency 

Definition 

 
Actions Demonstrating Competency 

 
Training Needed to Develop 

Competency 
 
Econometrics  
 
 
 
 
 
 
 
 
 
 
 
 
 
Trade Mechanics 

 
Economic Analysis Skills: 
The ability to recognize 
supply/demand trends and what 
impact those trends would have 
on market accessibility. 
 
Statistical Analysis: 
The ability to analyze statistical 
information and draw 
conclusions. 
 
Analytical Thinking: 
The ability to analyze issues and 
form a conclusion based on a 
number of different information 
sources.  
 
International Finance: 
Knowledge of how factors such 
as currency exchange rates affect 
trade and trade programs.  
 
Export Marketing and 
Promotion: 
Knowledge of the factors that 
affect the nation’s ability to enter 
foreign markets and succeed. 
 
Trade Compliance and 
Agreement Skills: 
The ability to ensure that foreign 
governments adhere to the trade 
agreements they sign with the US 
and remove barriers to trade. 

 
Utilizes macroeconomic concepts in real-world 
economies. 
 
 
The ability to obtain, manipulate, interpret, and 
utilize trade data to develop an accurate analysis 
of the available information and statistics. 
 
Understands and is able to analyze trade flows. 
 
Understands how to utilize the Case 
Management Database that captures all the 
contacts of business, the status and value of 
contracts, and other important elements considered 
in trade events. 
 
Understands the basic mechanics of finding 
financing resources and how finance plays a part 
in US investments abroad and foreign trade. 
 
Understands ITA/USG’s products and services 
and how those products and services encourage 
trade promotion. 
 
Understands the types of trade barriers and the 
methods to overcome them. 

 
 Targeted Macroeconomics Course 
 
 
 
MAC Desk Officer Training 
(Online, and will function as a 
reference tool) 
 
OPIC Training 
 
 
TCC Training on MAC Database  
 
 
 
Trade Information Center (PMF 
Training) 
 
 
 
CS’ Products and Services  
(Trade Promotion Initiatives) 
 
 
Trade Compliance and Agreement 
Monitoring 
(Online) 



 
 

 
Function 

 
Competency Area/Competency 

Definition 

 
Actions Demonstrating Competency 

 
Training Needed to Develop 

Competency 
 
Communication Skills 

 
Government Writing: 
Using correct English grammar, 
punctuation, and spelling; 
communicates information (for 
example, facts, ideas, or 
messages) in a succinct and 
organized manner; produces 
written information, which may 
include technical material, that is 
appropriate for the intended 
audience. 
 
Oral Communication: 
Conveying information clearly, 
completely, and accurately. 
 
 
Presentation Skills: 
Applies knowledge of an effective 
presentation; and recognizes, 
assesses, and addresses key 
factors to consider when making 
a presentation. Chooses topics 
and patterns for presentations; 
creates appropriate, attention-
getting openings; closes 
presentations with impact and 
style; enhances presentations 
with audio-visual aids; and 
engages audience with effective 
body language. 
 
 
 

 
The ability to draft short and concise talking 
points and background information for senior 
officials thorough enough for them to have a solid 
understanding of the information. 
 
 
 
 
 
 
 
Organizes information to be presented–Clarifies 
purpose and importance of information; follows a 
logical sequence in presenting information. 
 
Maintains audience attention –Keeps audience 
engaged through use of illustrations, voice 
inflections, and analogies. 
 
Adjusts to the audience –Frames message based 
on audience experience, background, and 
expectations; uses terms, examples, and analogies 
that are meaningful to the audience. 
 
Ensures understanding –Presents message in a 
way that ensures understanding. 
 
Adheres to accepted language conventions –
Uses syntax, pace, volume, diction, and mechanics 
appropriate to the medium being used to 
communicate. 

 
Don Swenholt 
“The Perfect Briefing Paper” 
 
 
 
 
 
 
 
 
 
 
 
Don Swenholt 
Presentation Skills  



 
 

Function  
 

 
Competency Area/Competency 

Definition 

 
Actions Demonstrating Competency 

 
Training Needed to Develop 

Competency 
 
Communication Skills 

 
Language Proficiency: 
Proficiency in the language of the 
respective country of 
responsibility sufficient to engage 
in meaningful and valuable 
communication. 

 
The ability to converse intelligibly and 
understandably enough to build professional 
relationships and conduct meaningful business 
transactions. 
 
 
 
 
 
 
 
 
 
 
 

 
ITA Language Training Course 
Offerings 
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